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PERSONNEL HN

POSITION CLASSIFICATION APPEALS PROCEDURE

Reference: HR osition Evaluation

Recission: HN dated 28 April 1978

1. This notice revises the formal appeals procedure to resolve
disputed classification findings of General Schedule and Wage Grade
positions. The Director of Personnel is delegated the authority and
has the responsibility to classify, as to title, series and grade, all
Agency General Schedule positions and all Wage Grade positions. This
authority and responsibility has been redelegated to the Chief, Position
Management and Compensation Division.

2. In those instances where there is disagreement with the classi-
fication findings of the Position Management and Compensation Division
(PMCD) of the Office of Personnel, the component head may submit an
appeal in writing to the Director of Personnel within 30 calendar days
from receipt of such findings. The component head may request in writing
to the Director of Personnel an extension of the thirty days limit when
additional time is necessary for submitting a meaningful appeal, provided
that the requested time extension is specifically stated. Following a
review of the contested classification findings, the Director of Personnel
will render classification decisions whlch will be implemented on the
staffing complement by PMCD.

3. Where there is disagreement with the decisions of the Director
of Personnel, the component head may refer the matter to the appropriate
Deputy Director who, after review of the determinations, may meet with
the Director of Personnel with the intent of reconciling the issues
involved. If the Director of Personnel sustains the original appellate
decisions, the Deputy Director may submit an appeal in writing, through
the Director of Personnel, to the Deputy Director of Central Intelligence
whose decisions will be £final.

Frank C. Carlucci
Deputy Director of Central Intelligence

DISTRIBUTION: ALL EMPLOYEES (1 - 6)
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REVISIONS TO HR - STATINTL

11. a. Rephrase second sentence in paragraph to read: "The
objective of Agency position classification is to provide a
position grade structure which will promote and maintain
internal job/pay equity within occupations across Agency
components, and to the extent practicable, ensure compara-—
bility with position grade structures throughout the Federal
Government for similar kinds and levels of work."

b (2) Change éentence to read: "The intent of Public Law
313, August 1947, for the identification of scientific
positions within the Senior Intelligence Service."

b (3) Delete sentence and substitute the following: " The
provisions of the Federal Civil Service Reform Act of 1978
as they apply to the classification of positions into levels
1 through 6 of the Senior Intelligence Service."

c (4) Delete "Director of Personnel” and substitute "appropriate
authority."”

d (1) Delete phrase "through grade GS-18, SPS, Executive
Pay Schedule" and substitute the following: insert comma
after schedule and insert "levels 1 through 6 of the Senior
Intelligence Service."

d (3) Change paragraph to read: "The development, implemen-
tation, maintenance of, and adherence to, position classifi-
cation standards that recognize the atypical characteristics
of certain Agency occupations and reflect the methodologies
of job evaluation systems in use throughout the Federal
Government competitive service."

e (1) Underline "The Director of Central Intelligence
or designee will:"

e (1) (b) Change paragraph letter to (c) and rephrase as
follows: "Approve the classification of positions into
levels 1 through 6 of the Senior Intelligence Service."
e (1) (e¢) Change paragraph letter to (&)

e (1) (b) New sentence to read: "Approve evaluation
criteria for classifying positions into levels 1 through

6 of the Senior Intelligence Service."

e (2) Underline "Deputy Directors and Heads of Independent
Offices will:"
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e (2) (d) Cchange baragraph to read: "Ensure draft position
classification standards are reviewed by appropriate subor-
dinate officials for accuracy of occupational coverage,
proper levels of work and recommend pertinent changes."

e (3) Underline "Managers and Supervisors as a part of
‘their managerial responsibilities will:"™

e (3) (b) Correct the spelling of "validity".

e (3) (d) Insert the word "written" between "prepare"
and "justifications."

e (3) (e) 1Insert new paragraph to read: "As circumstances
dictate, request in writing to the Director of Personnel an
extension of the 30 days time limit for submitting position
classification appeals".

e (4) Underline "The Director of Personnel will:"

e (4) (b) 1Insert the words "General Schedule" after the
word "Agency."

e (4) (c) Revise sentence to read: "Adjudicate classifi-
cation appeals submitted by the head of a component for all
General Schedule and wage grade positions under dispute."

e (4) (e) Insert new paragraph to read: "Approve requests
from component heads for extension of time limit for submitting
position classification appeals based on the merits of each
individual request."

e (5) Underline "The Chief, Position Management and Compensation
Division (PMCD), Office of Personnel will:"

e (5) (b) Revise sentence to read: "Approve and implement
classification findings for positions in the General Schedule
and for all wage grade positions if appeals by the component
head have not been submitted in writing to the Director of
Personnel within 30 calendar days after the component has
been duly notified of such findings.

e (5) (d) Delete "Director of Personnel" and ingert
"appropriate authority".

e (5) (i) New paragraph as follows: "Provide justification
data in defense of disputed position classification findings
to the appellate authority on a priority basis."

2
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o Change first sentence in Paragraph to read: "Classi-
fication findings by PMCD concerning General Schedule and
wage grade positions may be appealed by the head of a
component in writing to the Director of Personnel within
30 calendar days of notification of such findings."

f. Insert new sentence after first sentence in paragraph
as follows: "The component head may request in writing

to the Director of Personnel an extension of the thirty
days limit when additional time is necessary for submitting
a meaningful appeal, provided that the requested time
extension is specifically stated."

£. Change last sentence in paragraph to read: "If the
Director of Personnel sustains the original appellate
decisions, the Deputy Director may submit an appeal, through
the Director of Personnel, to the Director of Central
Intelligence or designee for final adjudication.”
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PERSONNEL

STATINTL HR -

SYNOPSIS. This regulation prescribes the objective, policy, parameters,
responsibilities, and appeal procedure that govern the Agency's position
classification program.

Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8
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11. POSITION CLASSIFICATION

a. GENERAL. The Director of Central Intelligence is authorized to
establish salary levels of rates of pay for Agency employees by the
Central Intelligence Act of 1947, as amended. The objective of Agency
position classification is to provide a position grade structure which
will promote and maintain internal job/pay equity within occupations
across Agency components, and to the extent practicable, ensure
comparability with position grade structures throughout the Federal
Government for similar kinds and levels of work.

b. POLICY. Insofar as practicable, it is Agency policy to adherxe to:

(1) The basic principles and concepts of the Classification
Act of 1949, as amended, for the classification of General
Schedule positions.

(2) The intent of Public Law 313, August 1947, for the identi-
fication of scientific positions within the Seniox
Intelligence Service.

(3) The provisions of the Federal Civil Service Reform Act of
1978 as they apply to the classification of positions into
levels 1 through 6 of the Senior Intelligence Service.

(4) The Federal Wage System for the classification of local
area wage positions.

(5) Lead agency pay practices for the classification of ' STATINTL
Government Printing (GP) and Graphic Arts (GA) positions.

(6)

(7) The military occupational classification system for Agency
positions that require the assignment of military personnel.

c. DEFINITIONS

(1) POSITION. The duties and responsibilities which, in the
aggregrate, constitute a job requirement as assigned to an
employee by Agency management.

(2) POSITION CLASSIFICATION. The data collection, analysis,
evaluation, and approval of positions by salary or wage
schedule, position title, occupational code, and grade.

Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8
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(3)

(4)

(5)

POSITION DESCRIPTION. The official documentation which
describes major duties, responsibilities, and related
requirements of a position.

POSITION CLASSIFICATION STANDARD. The criteria approved
by the appropriate authority for classifying positions by
schedule, title, occupational code, and grade.

SURVEY. Comprehensive position classification and position
management review of organizational elements or occupational
disciplines.

POSITION CLASSIFICATION PROGRAM. The position classification
program of the Agency encompasses the following:

(1)

(2)

(3)

(4)

(5)

(6)

The evaluation of new and existing positions to determine
proper titles, occupational codes, and grades as applicable

to salary and wage systems that include General Schedule,
levels 1 through 6 of the Senior Intelligence Service, Federal
wage system, lead agency practices,; and foreign local wage
schedules.

The conduct of comprehensive position classification reviews
of organizational elements or occupational categories.

The development, implementation, maintenance of, and

adherence to, position classification standards that recognize
the atypical characteristics of certain Agency occupations and
reflect the methodologies of job evaluation systems in use
throughout the Federal Government competitive sexvice.

The authentication and issuance of new and revised staffing
complements to reflect approved position classification
actions.

The development, approval, issuance, and maintenance of
an official record of all position titles and occupational

codes used within the Agency.

The maintenance of official Agency position descriptions.

RESPONSIBILITIES

(1

The Director of Central Intelligence or designee will:

(a) Provide guidance and direction for the development
and administration of the Agency's position classifi-
cation program.

2 B,
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(b) Approve evaluation criteria for classifying positions into
levels 1 through 6 in the Senior Intelligence Service.

(c) Approve the classification of positions into levels 1
through 6 of the Senior Intelligence Service.

(d) Be the final authority for position classification appeals.

(2) Deputy Directors and Heads of Independent Offices will:

(a) Ensure that subordinate managers and supervisors are
aware of their responsibility for position classification
and position management and the relationship of these
functions to such managerial considerations as job/pay
equity, efficiency, and economy of operations.

(b) Ensure that component managers under their jurisdiction
provide documentation prescribed by the Director of
Personnel for positions undergoing classification review.

(c) Determine whether position classification decisions made
by the Director of Personnel as the result of an appeal
should be further appealed to the Director of Central
Intelligence or designee for final resolution and, if
80, ensure that justifications are provided.

(d) Ensure draft position classification standards are
reviewed by appropriate subordinate officials for
accuracy of occupational coverage, proper levels of
work, and recommend pertinent changes.

(3) Managers and supervisors as a part of their managerial
responsibilities will:

(a) Be familiar with and apply the principles of the
Agency's position classification system.

(b) Ensure the validity of proposed job requirements.

(c) Ensure that requests for position classification
actions are fully documented in a format prescribed
by the Director of Personnel.

(d) Prepare written substantive justifications when submitting
position classification appeals to the Director of Personnel
or to a higher appellate authority.

(e} As circumstances dictate, request in writing to the
Director of Personnel an extension of the 30 days time
limit for submitting position classification appeals.

3 .
Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8



Approved For Relgase 2001/09/04 : CIA-RDP83-01004R008£200110003-8

(4) The

Director of Personnel will:

(a)

(b)

{c)

(a)

(e)

(5) The

Establish and administer a centralized position classi-
fication program for the Agency consistent with those
of other Federal agencies.

Approve position classification standards for use in
classifying Agency General Schedule positions and
ensure adherence thereto.

Adjudicate classification appeals submitted by the
head of a component for all General Schedule and
wage grade positions under dispute.

Establish formats to be used by component managers
and supervisors in preparing position descriptions
and other job information submissions.

Approve reqguests from component heads for extension of
time limit for submitting position classification

appeals based on the merits of each individual request.

Chief, Position Management and Compensation Division

(pMCD) , Office of Personnel will:

(a)

(b)

(c)

(a)

(e)

(£)

Schedule and conduct position classification and position
management surveys of organizational elements or by
occupational categories.

Approve and implement classification findings by
positions in the General Schedule and for all wage
grade positions if appeals by the component head have
not been submitted in writing to the Director of
personnel within 30 calendar days after the component
has been duly notified of such findings.

Implement classification decisions made at appellate
levels.

Develop, and after approval by the appropriate authority,
issue, apply, and maintain position classification
standards.

Authenticate and issue new and revised staffing complements
that reflect approved position classification actions.

Develop, approve, issue, and maintain the official record
of all Agency position titles and occupational codes.

4
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(g) Provide component heads, the Director of Personnel,
and appellate officials with evaluation statements
and other data that is supportive of PMCD classifi-
cation determinations.

(h) Maintain all official Agency position descriptions.

(i) Provide justification data in defense of disputed
position classification findings to the appellate
authority on a priority basis.

£. CLASSIFICATION APPEALS. Classification findings by PMCD concerning
General Schedule and wage grade positions may be appealed by the head of
a component in writing to the Director of Personnel within 30 calendar
days of notification of such findings. The component head may request
in writing to the Director of Personnel an extension of the thirty days
limit when additional time is necessary for submitting a meaningful
appeal, provided that the requested time extension is specifically
stated. After review of the appeals, the Director of Personnel will
decide which findings will be implemented on staffing complements.

If there is disagreement with the decisions of the Director of
Personnel, the head of the component may refer the matter to the
appropriate Deputy Director who, after review of the determination,

may meet with the Director of Personnel to reconcile the issues
involved. 1If the Director of Personnel sustains the original appellate
decisions, the Deputy Director may submit an appeal through the Director
- of Personnel, to the Deputy Director of Central Intelligence for final

- adjudication.

DON I. WORTMAN
Deputy Director
for
Administration

DISTRIBUTION: 0 - RCB
1 — DDA Signature
1 - DDA Chrono
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title of the regulation
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has. been declassified.

PEN AND INK CHANGE:

L
In the Table of Contentss:l:'A TINT
page i, please change the
title of HR Mto

"Position Classification.'

tom

Arrows in the page margiri show the locations of the changes
described above.
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Symepsis. This regulation prescribes the objective,

/YNOPSIS/
policy, parameters, responsibilities, and appeal procedure

that govern the Agency's poéition classification program.
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DRAFT A

.

PRRE-ONNEL
STATINTL
r% 11. POSITION CLASSIFICATION

a. GENERAL. The Director of Central Intelligence
is authorized to establish salary levels or rates of pay

for Agency employees by the Central Intelligence Act of L94o,

as amended. The objective of Agency position cla551f1caélén
uohi Ch LTI\ Premale

is to provide a position grade structuref derlved primarily

an t

from the application of Government-wide evaluation crlteraa

that will lnsure job/pay equity within the Agency and
, /e/

comparability with position grade structures throughout the

} Fe@eral Government for similar kinds and levels of work.

b. POLICY. Insofar as practicable, it is Agency
policy to adhere to:

(1) The basic principles and concepts of the
Classification Act of 1949, as amended, for the classification
of General Schedule positions.

(2) The intent of = 313, August 1947, for the

/Public Law/
\-%> classification of Scientific Pay Schedule (SPS) positionsld
’ /-7
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R

I ? (3)  kne provislons of the Government Employees

/T/
Salary Reform Act of 1964 for the classification of

positions at levels IV and V of the Executive Pay Scheddle‘

/-7
(4) the Federal Wage System for the classification
/T/ .
of local area wage_positionsl
: /7
(5) [ead'agency pay practices for the classifisafpon
/L/

of Government Printing @ and Graphic Arts iade positions'

(7 lhe military occupational classification system

/T/ :

for Agency positions that require the assignment of military

personnel.
c. DEFINITIONS
(1) Po@dmkina#r. The duties and responsibilities
/POSITION/
which, in the aggregate, constitute a job requirement as
assigned to an employee by Agency management,

(2) Pt ttpinlcceaiiiease . The data collection,

/POSITION CLASSIFICATION/
L{;’ analysis, evaluation, and approval of positions by salary

Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8
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or wage schedule, position title, occupational code, and

grade.

(3} Poe&%éen—aeser*pbﬁaa. The official
/POSITION DESCRIPTION/
documentation which describes major duties, responsibilities,

and related requirements of a position.

(4) PomiiitRr =il G ossdraaid . The
/POSITION CLASSIFICATION STANDARD/
criteria approved by the Director of Personnel for

classifying positions by schedule, title, occupational

code, and grade.

(5) Berwety ., Comprehensive position classification
/SURVEY/ : ,
and position management review of organizational elements

or occupational disciplines.

d. IPROGRAM. The position classification program
/ POSITION CLASSIFICATION /

of the Agency encompasses the following:
(1) The evaluation of new and existing positions

to determine proper titles, occupational codesland grades

4
as applicable to salary and wage systems that include

General Schedule through grade Gs5-18, &g&aati&éo-ispsl,

Executive Pay Schedulemisig , lederal wage system, lead
/7 /F/

agency practices, and foreign local wage schedules'

/-7
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(2) The conduct of comprehensive position
classification reviews of organizational elements or

occupational categories‘
/7

(3) The development, implementation, maintenance
of, and adherence to, position classification standards

consistent with job evaluation systems prescribed for use

thropghout the Federal Government competitive éervice,

/-7
(4) The authentication and issuance of new and
revised staffing complements to reflect approved position
classification actions]
‘ /./ )
(5) The development, approval, issuance, and
# maintenance of an official record of all position titles
and occupatlonal codes used within the Agency }

/-7

(6) The maintenance of official Agency position

descriptions. .

L. TRy TN,
/RESPONSIBILITIES/
(1) The Director of Central Intelllgence or

designee will:

T A TR s it

(a) JProvide policy guidance and direction for

/®/

L{;’ the development and administration of the Agency's position

Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8
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classification program] "
' : /7 ’
(b) lpprove the classification of supergrade
/A/
(GS-16 throungh GS-18) and sea-#qi-‘—JSPS' positions)

/-7
(c} be the final authority for position

/B/

classification appeals.

(2) Deputy Directors and Heads of Independent
. e e st rrevart e

Offices will:
Mﬁwmﬂfﬁu‘u&m‘ﬂm crewd alueis barigl

(a) DInsure that subordinate managers and

/E/
supervisors are kasiwledgeable—ofiho—positionr—eetatsiiigcation

/aware of their responsibility for posjition/
PR S g——a-prrri-ed i it ho—hgeney and the relationshipi
/classification and position management/
of these syssewms to such managerial considerations as jobdpay

/functions/ ' /77

equlty\and

/» efficiency, pbws /economy of operations./
(b) nsure that component managers under their

/E/
jurlsdlctlon provide documentation }e—accowdance—with

foxnats prescribed by the Director of Personnel for positions
undergoing classification reviewl
//
(c) letermlne whether position classification
/D/
.decisions made by the Director of Personnel as the result

of an appeal should be further appealed to the Director of

Central Intelligence or designee] for final resolution and,

Approved For Release 2001/09/04 : CIA-RDP83-01004R000200110003-8
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(d) Review draft position classification standards

tiy

if so, ensure that justifications are provided.

for accuracy of occupational coverage, proper levels of work,

l and to recommend substantive changeé.

I S Fet/

‘ : (3) Managers and superv1sors as a part of thlkr
managerial responsibilities will:

(a) Be familiar with and apply the principles of
. the Agency's position classification system.
(b) Ensure the vail;dity of proposed job

—

requirements.

(c) Ensure that requests for postion classification
/it/

actions are fully documented in a format prescribed by the

Director of Personnel. ’

w

(4) Preparevsubstantive justifications when

submitting position classification appeals to the Director

of Personnel or to higher appellate authority.

A

(4} The Director of Personnel wil%:

(a) Establish and administer a cenéralized
position classification program for the Agency con§istent
with those of other Federal agencies.

(b) Approve poebier classification standards

/position/
for use in classifying Agency pesetens and ensure adherence

k /positions/
-7 thereto. A
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r—;37 , (¢) H#djudicate position classification appeals
/n/
submitted by the head of a component‘
/7
(a) ‘stablish formats to be used by component
/E/

managexrs and supervisors in preparing position descriptions
’ and other job information submissions. -

(5) The Chief, Position Management and

]

o

Compensatlon DlVlSan (PMCD), Off ce ;9£_P onnel'w1ll

e e . sgnne —
(a) #chedule and conduct position classification

/s/

and position management surveys of organizational elements

oxr by occupational categoriesl
/7
(b) lpprove and implement classification findings
/A
for positions in the General Schedule ‘through GS-15 and for

all wage grade positions if appeals have not beenfsubmitted

. . Cs L . L
by component heads to the Director of Personnel within 30

.

calendar days after being duly notified of such findings}

/ -/
{c) ‘mplement classification decisions made at -
/1/ .
appellate levelsl ILLEGIB
/7
(a) ‘evelop. and after approval by the Director

/b/ . ,
of Personnel, issuelapply, and maintain position classification

/s /

L;;y standards'
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r—;;’ (e) ‘uthenticate and issue new and revised
/A/
staffing eempdemmws that reflect approved position
/complements/
classification actions’
/7
(f) ‘evelOp, approve, issue, and maintain the
/D/

. official record of all-Agency position titles and

occupational codes‘
//
(g) jrov1de component heads, the Director of
/B/

Personnel, and appellate officials with evaluation statements
and other data that is supportive of PMCD classification

determinations'
Yav4s

(h) ‘alntain all official Agency position
/M/

descriptions.

£. CLASSIFICATION APPEALS Position cla551f1catlon
findings by PMCD may be appealed by the head of a componeap
ln wrltlng ,to the Director of Personpel,w1th1n 30 calendar
éaye of notlflcatlon of such flndlngs.luAfter”re;Eew of the
appeals, the Dlrector of Personnel will decide Whlch Ilndlngs
w1ll be lmplemented on staffing complements | Il there is

/E/ !

dlsagreement w1th the decisions of the Director of Personnel,

L—%;’ the head of the component may] FR—companiyiwibtbh the appropriate
/refer the matter to/
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/who, after review of the determination,

[}

may meet with--the/

If the Direetor of
/Director of ‘Pe’rsonne]:"‘“to"recon01l—e~*the issues involved. /

Bersonnel sustai-ns’the original appellate decisions; the

; ,_-% Deputy Director) i i

head of the component,-with the--approval—of the- concerned
. 1 =
. - Deputy LCirector, may further appeal the decisions. through

the Director of Eersonnel‘tq the Director of Central

Intelligence o’r»desi nee for finai adjudication. -
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Administration
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